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9.0 

ECF Utilities 
The Utilities menu option provides utilities to maintain accounts, up-
date recipient email addresses, obtain internet payment information, 
make online payments and view recipient mailing lists by case. Users 
should review these reports periodically to fully utilize the system.     
 
A Legal Research link is also provided for convenient Westlaw access 
and the Verify a Document option is under the Utilities menu to allow 
for document authentication.  
 
This chapter will cover: 
 

• Internet Payment History 
• Internet Payments Due  
• Credit Card Processing 
• Maintaining ECF User Account  
• Viewing the Transaction Log 
• Recipient Mailing List by Case 
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9.1 Internet Payment History 

Figure 1 is an example of the Internet Payment History report.  The re-
port will display a full accounting of online payments for the user accord-
ing to the dates you specify. 

Figure 1  
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Internet Payments Due 

Figure 2 is an example of the Internet Payment Due report.  This report 
will show any outstanding balances for internet filings for the registered 
user. 

Figure 2  

Non-Payment of Fees For Internet Filings 
• Eventually, a system lockout will occur, if fees are deferred past the 

time provided by the court. 
 
• Users will receive an e-mail notice for any outstanding filing fees.  

The e-mail notice will be sent everyday until the fees are paid. 
  
• If a user is locked out, the Internet Payments option will be the only 

item available to the registered user. Upon payment of the fees the 
lockout is immediately terminated.  

9.2 
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9.3 

With the E-Commerce module incorporated into CM/ECF,  Attorney filers 
can directly pay filing fees on CM/ECF via the internet to the U.S. Treas-
ury.   
 
Upon successful submission of a docket entry requiring a filing fee pay-
ment, such as a new case, amended schedules or a motion for relief, the 
filer will be offered the option to pay the filing fee at that point or continue 
filing documents and pay a short time later. Figure 1 demonstrates the 
screen that will appear when fees are due.   
 
STEP 1            Select [Pay Now] or [Continue Filing]. 

Figure 1  

The event(s) you select 
will determine if a fee 
will be charged.  See 
section 1.3 for a listing 
of fee events. Events 
that require payment 
will be followed by a 
(fee) indicator. Be sure 
the event you select is 
correct. 

Internet Credit Card 
Processing 

Users are strongly en-
couraged to pay fees by 
the end of the day the 
fee event was filed.  If 
fee events are entered 
and not paid on Friday, 
a lockout will occur 
over the weekend.   
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Pay Now 
• If you select [Pay Now], the screen in Figure 2 will appear. 
• Enter your credit card information and click on [Submit Payment] 

and wait for the transaction to be processed.  Users will be allowed 
three attempts to pay before receiving a failed transaction notice. 

• Upon completion, a transaction receipt as shown in Figure 3 on next 
page, will be provided.  This receipt number will be entered on the 
docket sheet to memorialize the payment immediately.  

Figure 2  

Figure 3  
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Continue Filing 
• If you select [Continue Filing], the screen in Figure 1 will continue to appear 

upon completion of every docket entry, including those that do not require a 
fee, until the fees have been paid. 

• The screen tha t appears will continue to accrue charges in all cases as seen in 
Figure 4. 

Figure 4  

Users are strongly 
encouraged to pay 
all outstanding 
fees at the end of 
each day. 
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Non-Payment of Fees For Internet Filings 
• Eventually, a system lockout will occur, if fees are deferred past the time pro-

vided. 
• Users will receive an e-mail notice for any outstanding filing fees. The email 

notice will be sent every day until the user pays the fees.   
• If the user is locked out, the Internet Payments option will be the only item 

available to the registered user. Upon payment of the fees the lockout is imme-
diately terminated.  

 
Authorization Failure or Denial 
• Users will be allowed three attempts to pay before receiving a failed transac-

tion notice. 
• The on- line payment program has been recently enhanced to include address 

verification.  The address of the registered user will be verified against the ad-
dress of the card holder.  If they do not match you may receive a failure notice. 

• If a failure notice is displayed, user’s should first contact the credit card service 
center to verify credit limits, payments or address information.    

 
Reports Available 
 
Reports made available to ECF users, to track payment history are the Internet 
Payment History and Internet Payments Due options under the Utilities menu.  
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9.4 

Maintain ECF User Account 

STEP 1            Click on the Utilities hyperlink on the blue bar.  
Click on the Maintain your ECF  Account. 

 
STEP 2            Your user account information will be displayed 

(see figure 3).  Corrections should be made here to 
affect all cases. 

 

As a registered user, you will be given access to maintain your own ac-
count information through Maintain Your ECF Account.  Using this op-
tion, users can update their name, mailing and e-mail addresses, phone and 
fax numbers, and passwords.  Users can then control the accuracy of their 
own information in a timely manner. The user account will need to be up-
dated as changes occur, such as change of address, change of email pro-
vider, and when the need to change your password occurs.  Changing of 
password will need to occur if your feel the password security has been 
compromised or when an employee with access to your account, leaves 
your employ.  



163 U.S. Bankruptcy Court-District of Utah 
Training Department 

July 2, 2004 

Change Email 
 
STEP 1            Click on the [Email Information] button to access your 

email information.  Change your primary address in 
the Primary e-mail address.   

 
STEP 2            Add additional email addresses 
 
STEP 3            You can also receive notices for other cases that you 

are not involved in by adding case numbers to the text 
area labeled “Send notices in these additional cases”. 

 
More User Information (change password) 
 
STEP 1            Click on the [More user information] button to change 

your password. 
 
STEP 2            Highlight the current password in the text box.  
 
STEP 3            Change the password.   

Click the [Return to Account 
screen] when finished with 
email settings. 

It is recommended that you 
use a combinations of letters 
and numbers/symbols to cre-
ate your password.  This will 
make it harder for someone 
to randomly discover your 
password.  
 
Click the [Return to Account 
screen] when finished with 
changing your password. 

Figure 3  
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Submitting changes 
 
STEP 1            Once you are finished with changing/managing your 

account information, click on the [Submit] button.  
 
STEP 2            A screen will appear requesting that you select the 

cases to be updated (see figure 4).   
                         
                        You can select individual cases or update all cases by 

selecting ***Update All*** from the scroll box.  
 
STEP 3            Click on the [Submit] button to change the informa-

tion for all the cases you selected. 
 
                        A Change Confirmation screen will display informing 

you that your account and associated cases have been 
updated.  

Figure 4  

To update multiple cases 
holding down the <Ctrl> 
key while selecting case 
numbers 
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NOTES 



166 U.S. Bankruptcy Court-District of Utah 
Training Department 

July 2, 2004 

9.5 

Transaction Log 
The Transaction Log is a record of all transactions that have occurred on the 
account currently logged in..  If there are multiple accounts in your office, you 
would view them separately. This could be a useful tool for tracking activity 
within your office on a particular account or employee.  
 
The transaction log is queried by date, allowing you to select the date range. 
 
STEP 1            Click on the Utilities hyperlink on the blue bar.  Click on the 

View your Transaction Log.  
 
STEP 2            Enter start and end dates in MM/DD/YYYY format, or accept 

the default dates.  Click the [Submit] button.  
 
STEP 3            The Transaction Log is displayed (see figure 5).  The log dis-

plays a transaction ID number, Dates of the transactions, case 
numbers of the cases the account has been involved in, and a 
brief text of actions performed. 

Figure 5  
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Recipient Mailing List 
The Mailings option under the Utilities menu selection will provide a list 
of electronic and manual recipients for a case.  This information can be 
used to create a certificate of service and allow the user to indicate the 
method in which service was provided to parties.  
 
The notice to parties is created and converted to PDF before you actually 
file it electronically.  By utilizing the Mailings option you can enter the 
case number and see what parties will require a manual notice and what 
parties will receive the electronic notification and include this information 
on the service list.  

Shortcut: Copy 
(Ctrl c) and Paste 
(Ctrl v) directly 
from the list to the 
pleading you are 
preparing.  
Type (Received 
Electronically) by 
the names listed to 
received electronic 
notification.  

9.6 


